APPLICATION FOR RECORDS RETENTION SCHEDULE Do O T A Y b ierany

RECORDS MANAGEMENT DIVISION

IN‘STRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form, Forward signed original to
Department of Archives and History, Records Management DIVISIOH 330 Capitol Avenué Atlanta, Georgia, 30334,
Attention: Scheduling Section,

_FOR AGENCY USE 1. Agency Addrass ] FOR RECORDS MANAGEMENT USE

icati ‘ Application Number
Application Date Department of Education pplicati :rn.i z '*
L Program and Staff Development Division J J
Apptication Number Special Program Development & Diffusion |Date Received Date Compteted

303 State Office Building Unit OCT 241977 | NQV 1 0 1977
2. Person to Contact ' ~ Working Tite " Telephone Number
Dr. Will G. Atwoed, Jr. Associate Director 656-2566__

3. Action Requested
a. XX Estabnsn Retention Schedule; record will continue to accumulate. _
b. [ Dispose of present accumulation; no further accumulation anticipated. -

| ¢, [ Amend ApplicationNo. .. Check One: [0 Change; [ Supercede; OO Void
4. Dates of Series - 9. Records Series Title (fol/fowed by title used in office, if different)
Earliest Latest ,
1972 L To Date EDUCATIONAL IM:EROVEMENT ADMINISTRATIVE FILES
_liubuvnsmii ;nd Offlce Function -~ What is the function c;f the Diyision and the Office in which this record series is created?

— . o P P PR E .-
Y . L ; S T .

The Special Program Development and Diffusion Unit, known as Educational
Improvement, administers a state-wide program of educational improvement
through the allocation and distribution of federal funds to local school

systems for the development, training, adaptation/adoption and facilitation
of innovative educational projects.

1

7. Re_f:ord Seriés Description This file contains the followmg documents {include form numbers and t.'tles if any)
Attach sampies of the file.

Documents relating to: administering the state innovative educatlonal projects program
funded by federal funds(ESEA, Title III and IV).

Included are: correspondence with other departmental units and outside the department
not directly related to specific projects, information from CESAs and other
state coordinators, legislation pertaining to projects, unit itineraries,
travel and expense reports, on-site project visit information, and all other
miscellaneous general unit records not directly pertaining to projects.

- File is arranged: alphabetically by subject.

-~ .

8. Mgﬁ-tﬁi;ﬁaferencal Rate How often ara records referred to which are: ]
One to six months old _.__5____ Seven to twelve months old ___12 __; Thirteen to twenty-four months od__.12
twenfy-f vé months and older, 2 __?

9.  Annual f Rate of / Accumulition n of Rerords - _
. Letter-size drawers ;Legalsizedrawers .. _;Shelves.______; Other {specify} ] e e

AR-50-71; Rev. 78 {Over)




—rzazyr — ———— - -

YES | NO | _10,_‘Q_u_estion-oa'ire ) (Place an "X“ in the proper column) o T e e

. Is this the official copy of the series?
___M not, where is it?

X b.. Does the series oontam confidential mformatnon requiring security handlmg? If yes, orte law or regulation,

X I ¢ Isthis a 8 vital record? _ . 1[ ) s —

N/A __e" When one or two documents in the file make it necessary to keep the entire file for a long period, could these
UV _“_dgcumennbesgnﬁdeedmetelv?

blished? ¥ ves, attach copy, -

g. Is the n*orm-a"ti ntained in th:s series ever analvzed and/or recorded in a sumrﬁanzed report?
L X 1| M ves attach copy. o o TR

h Is there a duplication of this senes in your offroe or.in another offu:e or agency?
X | ___If ves, where?

L LX_ L i s this series {or 2 major portion of itl regqularly microfiimed? ]
X | L Does the record series result in a computer prinfout? ST S —
1 11. Retention Requirements The following requires the series to be kept:
a. State Law 0 years. d. Audit period 0 years.
b. Statute of limitation 0 years. e. Administrative need . ._,_1_.“_.vears
c. Federal law 0 years. f. Federal retention instructions years,

Attach copy or excerpt of laws of regulations. Explain administrative heed. ~ .- .7 T £ 57

These records are needed to maintain continuity in administering the federally-funded
o special innovative projects program.

12, Anor-eved Dnsposmon Instructrons Thrs agency recommends that the f:le serres be cut otf at the e‘r\d of each

LT

';‘ﬁ_'_;" L - D Caiendar Year,x)(ﬁscal 'rear D Other ___7_ 5 AR J _‘ then,

& Hold in the current files area month(s) S A ?ear(sl then I ST
O Transfer to local holding area, hold ___myear(s} then T ' '
K Transfer to State Records Center; hold 1. vear(s); then
Kl Destroy.

O TYransfer to State Archives for permanant retention.

{0 Other (Specify) '
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Date ,__ | Records Management Officer {Srg_amm) _ Date i
dnens | 10-7-T7
/77 ' e
- State Records Committes {Signature) Date

Recommendations in para-
graph 12 are approved,

State Auditor/Designee \W I{ -f? 1 - _

(If disspproved, attach letter 7 N
of explanation.) Secre%tate/l)es ignee w / M | / / ~7-7 7

AR-50-71; Rev.76

e Attorney General/Designee (nm/..sﬁ ;;ZM( / ,\/:_ //‘ f 77 _




